Danbury Public Schools

Hardware/Software Purchasing Guidelines
With the school district's technology needs growing at a fast pace, effective coordination and control of technology related purchases, whether acquired through general budget, grants or PTO funding, has become a critical need. 
To attain this goal, guidelines have been developed to gain control of the purchase process, as well as to increase awareness of what is being bought, for what purpose, where item(s) will be utilized and who the end-user will be. 
This process is intended to address the following areas of concern before orders for hardware, application software, or operating systems are processed. 
· Technical capability 
· Hardware and software compatibility 
· Pricing 
· Consistency with district-wide technology goals 
· Inventory control 
· Curriculum 
A copy of the Technology Purchase Request form must be completed and submitted to the Director of Technology. The signature of the appropriate Technology Leader is required: 
· Elementary Schools - Joretta Kilcourse 
· Middle Schools - Barbara Myers-Letson 
· High Schools - Bob Kostes 
· Community Resource Center - Sue Tenorio 
A copy of all purchase orders must accompany a purchase request to allow for processing. This is also necessary to furnish information to the City of Danbury. 
At least 2 competitive proposals must be obtained for purchases under $2500. A minimum of 3 competitive proposals must be obtained for purchases of $2501 and up. 
A copy of all vendor pricing proposals obtained for the purchase must be attached. If the lowest cost vendor has not been selected or if academic discounts are not available, an explanation must be included with request. 
Upon receipt, purchase requests will be reviewed as quickly as possible by the Director of Technology and the Director of Finance. Requests requiring further action or additional information will be returned to the submitting party. 
Completed and approved requests will be signed and processed.
